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Subject: Re: Received wrong items on P-55

Dear Ms. Keligan,

®OWe sincerely apologize for the incorrect
shipment you received on March 6.®We are
sending P-55 by FeDex this afternoon and it

should reach you within three days.

Please return the incorrect items COD.

@ Again, we deeply apologize for the
inconvenience this has caused you.

Sincerely yours,
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Useful Expressions and Words

. We ‘re sorry for the delay in »
delivering your order.

. The delay was due to an error »
In the address we had on our
computer.

. We assure you that the shipment >»
will arrive on time.

. Thank you for pointing out the »
error on the invoice.

. Please disregard the previous »
Invoice.

. Please accept our apologies for »»
the mistake.
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Useful Expressions and Words

1. BoaXHR(C 2. #ETD
during delivery reimburse
3. CEETHNL 4. HE2BBETFEE5RD
at your request allow another two days
5. 1RE9D 6. cNETLTC
refund revised
7. NIREEND 8. L ER
will be deposited to understanding and patience

clts



Exercise 1
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Exercise 1

HITERNE:
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Subject: Re: Received damaged items for Super Mirror
Dear Mr. Park,
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Exercise 1

HTEARR:

HEDUIERA—I\—Z=ZZ—HELTCLWeEDZE, RERURSCSTVWER A, BEXERICHKBEUIEEDEENONET,
AEHFE., RBRZFEENVZUET., BEIFICE2EMIDEF I CEEZS TERWEREITDEFENLTY,
CDEFIARERCAEEEMNIUEURCEELSPEVCRULITFET,

Subject: Re: Received damaged items for Super Mirror

Dear Mr. Park,

We are awfully sorry to hear that the mirrors we sent were damaged.
We believe that they got damaged during delivery. The replacements
will be shipped this afternoon. Please allow another two days for them
to reach you.

We deeply apologize for the inconvenience this must have caused you.

Sincerely,
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Exercise 2

RDSFIAIT—>3 2D THFEA—II
o J VP o N

cts



Exercise 2

Situation:
EERNSH UK U TVLWBBEEMNSEREICHEVW DD DI &EREZITE LU,

MICTELERZEDFXY,

Subject: Re: Incorrect invoice for order N0.32

Hello Tim,

clts

11



Exercise 2

Situation:
EERNSH UK U TVLWBBEEMNSEREICHEVW DD DI &EREZITE LU,

MICTELERZEDFXY,

Subject: Re: Incorrect invoice for order N0.32

Hello Tim,

Thank you for pointing out the error on the invoice.
I’'m attaching the revised invoice for your order, No.32.

Please ignore the old one.

Thanks,
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